
Supplier Contract Audit Notification 

Date: [Insert Date] 

To: [Supplier's Name] 

Address: [Supplier's Address] 

Dear [Supplier's Contact Person], 

We are writing to formally notify you that an audit of our supplier contract for quality control 

purposes will be conducted on [insert audit date]. This audit is part of our continuous effort to 

ensure compliance with our quality standards and to enhance the quality of the products/services 

provided. 

Please prepare the necessary documentation and records related to our contract, including but not 

limited to: 

• Quality control procedures 

• Inspection reports 

• Material certifications 

• Any relevant quality assurance documentation 

The audit will be conducted at your facility and will be carried out by our quality assurance team. 

We appreciate your cooperation in this matter and look forward to your support. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Company's Address] 

[Your Contact Information] 


